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EVIDENCE OFFICER

(Competitive Class)

DISTINGUISHING FEATURES OF THE CLASS

This class encompasses a responsible position in the
Evidence/Crime Scene Division, the primary duties of which are
the responsibility for the accurate accounting of all property
in the evidence room and collecting and maintaining control of
evidence relative to crime scenes.  The Evidence Officer
responds to crime scenes and accident fatalities, attends
autopsies, and writes crime scene narratives. Duties of this
class are non-supervisory in nature and require the ability to
act independently following standard operating procedures.   The
Evidence Officer reports to and has work reviewed by the Police
Captain of Operations.

EXAMPLES OF WORK
Examples listed below are illustrative only.  They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be logical
assignments to this class.

Oversees the preparation, identification, and maintenance of
assigned evidence by receiving, sorting, and securing all
property delivered to the evidence room. Releases property to
officers, property owners, the courts, and other agencies in
accordance with appropriate and lawful disposition of property.
Prepares unreturnable items for disposal in accordance with
department policies.  Matches stolen and lost property with
property inventory.  Handles monies submitted as evidence.
Conducts audits of property inventory.  Explains evidence room
procedures to officers, the general public, and outside
agencies.  Verifies evidence reports against property to ensure
accuracy.  Maintains an accurate account of all property
transfers and releases. 

Responds to crime scenes and accident fatalities to photograph,
video, collect, preserve, classify, and identify physical
evidence such as fingerprints, blood, and hair fibers.  Prepares
castings and moulages of foot or hand impressions, tire
impressions, and other impressions considered evidence at the
crime scene.  Writes crime scene narratives and prepares
sketches of the crime scene.  Performs gunshot residue tests.
Maintains chain of evidence collected including logging in,
packaging, and purging the evidence. Transports evidence and
materials to forensic labs or other agencies for investigation
and analysis. Attends autopsies when required to photograph and
collect evidence.  Trains department employees in the proper
procedures when taking DNA swabs.
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Sets up and maintains a filing system for the division for
booked property, photographs, correspondence, forms, records,
and reports.  Opens incoming mail, schedules appointments and
keeps records of schedules, appointments, and meetings for the
division.  Writes letters, forms, memos, statements, or formal
reports to effectively communicate information or requests.
Assists in the maintenance of inventory of departmental supplies
and equipment.  Prepares purchase requisitions, orders and
distributes supplies and equipment for the department. 

Promotes a positive image of the work of the department in the
daily performance of duties.  Prepares reports and accompanying
evidence for court presentation.  Assists other personnel in
preparing for court as in relation to physical evidence.
Testifies in court when required.  Answers telephone inquiries
and assist in handling complaints from the public about the
operation of the division. 

Performs any related duties assigned.

QUALIFICATION REQUIREMENTS
Unless otherwise specified, all requirements listed below must
be met by the filing deadline for application for admission to
the test.

Must meet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and of legal age. 

After offer of employment, but before beginning work in this
class, must pass a medical examination prepared and administered
by the Appointing Authority, designed to demonstrate good health
and physical fitness sufficient to perform the essential duties
of the position, with or without accommodation.

Must have graduated from a standard high school or possess a
valid certificate of equivalency issued by a state department of
education.

Must possess a valid driver’s license.

Must not be less than twenty-one (21) years of age. 


